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Agency

'MIEMSS

Division/Unit
Office of Education, Licensure & Certificatign

item
No.

Description

Retention

a

1. EMS provider'certification/licensure records

Agency,
or Division
Date
[ISignatu

N S
Schedule Approved by Department, Schedule Authorized by State A

Typed Name_ Andy' Trohanis

This series applies to Maryland EMS providey
paper records which include the following &
additional items:

A~ Certification/licensure applications &

accompanying documents

B. State certifiecation/licensure examinatioqs,

if applicable

C. Correspondence to/from provider regarding

change with name, address, affiliation,
& others

D. Some continuing education records

EMS Course Files

This series applied to all course records
of each basic life support course held in the

State of Maryland which include the following
items & additional:

A. Attendance rosters
B. Course examination results
C. Practical examination results

Maryland Prehospital Provider Recownds (MPPR)

This series applies to Maryland EMS Providefr
electronic records which include the followin
items:

Provider address & phone numbers
Provider licensure and/or certification
levels

Notes of activities of provider

Records of continuing education

Space for tracking ALS licensure
attempts

[5)

Mmoo o0 ool s

Expired provider

records are retained
for 7 years after
becoming inactive
then destroyed

Retain &or 7 years
after course
completion then
destroyed

Retain iIn electronic
format at Agency and
update as needed.

) AUG 0 9 2005
esentative.
8/ 24404

rchivist ' ——F

Date
AV, LU*—«-u Signatuﬂ‘”’[c'/w/

irector, Education, Licenspure

: uTitle D
taticatiao
- ev.

Figure 3
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Insttuctions '-Type or Print a separate form for each

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

New or revised record series, forward with Record

7275 WATERLQO RCAD

Retention Schedule (DGS 550-1) P.O.BOX 275 1 3
— JESSUP, MARYLAND 20794 -PAGE___ OF ____
wDepartment/Agency 2. Division 3. Unit

MIEMSS Education, Licensure & '

Certification

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and:disposition purposes.

4. Record Series Title
paper records

EMS proiider, certification/licensure

5. Earliest Year/Latést Year
1995t _present

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the seriss. Include the purpose or function of the series.

Each file folder contains the following:

- student application for certification/licensure

- state certification/licensure examination results

- Correspondence to/from provider regarding change with -name,

address, affiliation and others

- some continuing education records

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
J . 4 D File Drawer(s)
Letter Size 0O Microfilm : Alphabetical 11 - O Microfilm Reel(s)
. ) . (m] q{ Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number . Other (specify)
O Bound Book O Floppy Disk O Chronological rollimg file
) Auio T 0 Video T o hical 10. Annual Accumijation Shelves
4 Audio Tape idec Tape Geographi # O File Drawer(s)
' . . O Microfilm Reel(s)
0 Other {specify) 0O  Other (specify) O E{Computer Tape(s)
Number ) Other (specify)
. files
11. File is Used [J . 12. File Becomes Inacﬁve After J
0 Daily 0 Weekly Monthly yi O Month(s) Year(s)

Number
after provider license/certification

13. Current Location(s) {Bldg.. Floor, Roomn) ‘

653 W. Pratt Street, Rm. 204

14. |s Record Series Duplicated Elsewhere?

expires

(lfsyes, specify agency or office)
Yes 0O No .
partially on computer @&atabase

18. Aoces.s Restrictions; J Yes
(If Yes, cite Law(s) & Regulation(s)

Family Education & Rights to Privacy

Act of 1974 and the Buckley Amendment

0O No

16. Audit Requirements

J State

O None 0O Federal O independent

17. ls an Index System Used? (If yes, explain briefly and describe
any hadware/software

J Yes 0O No
alphabetically

18. Recommended Retention

7 years after expiration
then destroy

Name and Title of Preparer
William Seifarth

Associate Director

20. Telsphone Number
410-706-3666

21. Date
8/20/04

0G5 5504 (Rev_1703)
Figure 1
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Instructions '-‘Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

S,

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

.PAGE ___2_ OF 3

.-DepartmenVAgency
MIEMSS

2. Division
Office of Education,
Licensure & Certification

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and-disposition purposes.

4. Record Series Title

EMS Course Files Paper

5. Earliest Year/Latést Year
1995 to present

- Attendance rosters

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the seriss. Include the purpose or function of the series.

Each course file contains the following:

- Course examination reésults
- Practical examination results

Act of 1974 & the Buckley Amendment

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
J A : - 4 @O File Drawer(s)
Letter Size O Microfim O Alphabetical O WMicrofim Reel(s)
. . [} mputer Tape(s)
O Legal Size D Computer Tape 0O Numerical Number . Other (specify)
Er/ 45 storage
D Bound Book O Floppy Disk Chronological baoxes =
1 Audio Tape O Video Tape O  Geographical 10. Annual Ammff“g?’ File Drawer(s)
- . . 3, Microfim Reel(s)
0 Other (specify) 0O Other (specify) o fomputer Tapel(s)
_— Number ’ Other (specify)
2 storage
11. File is Used J 12. Filo Bacomes Inactive After boxes
O Daily 0O Weekly Monthly _ 7 0 Month(s) Year(s)
- Number
at most after course completion
13. Cument Location(s) (Bidg.. Floor, Room}) - 14. |Is Regord Series Duplicated Elsewhere?
: (If ybs, specify agency or office)
2nd Floor; 653 W. Pratt Street Yes O No Teaching
/ Agencies
15. Access Restrictions E(Yes O No 16. Audit,Requirements A
(if Yes, cite Law(s) & .Regulation(ﬁ L . D/
Family Education & Rights to Privacy None O State O Federal O Independent

any hadware/software

/v

0O Yes

17. Is an Index System Used? {If yes, explain briefly and describe

18. Recommendsd Retention

7 years-after.course
completion then destroy

Name and Title of Preparer
William Seifarth
Associate Director

20. Telephone Number 21. Date

410-706-3666 8/20/04

535 5502 (Rev 193]
Figure 1
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Insttuctions '-’Type or Print a separate form for each
new or revised record series, forward with Record

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD

Retention Schedule (DGS 550-1) P.O. BOX 275 3 3
T~ JESSUP, MARYLAND 20794 PAGE ___ OF __ _
.Jeparment/Agency 2. Division 3. Unit
MIEMSS Educgt}on,.Llcensure &
Certification

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention anddisposition purposes.

4. Record Series Title

Maryland Prehospital Provider Record (MPPR] 5 Earfiest Year/Latest Year |
electronic data

1995 topresent

Each MPPR
-Provider
-Provider
-Notes of

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the seriss. Include the purpose or function of the series.

record contains the following:

address and phone numbers

licensure and/or certification levels
activities of provider

-Record of continuing education
-Space for tracking ALS licensure attempts

Act of 1974 and the Buckley Amendment

7. Record Series Format(s) -8. Record Series Sequencs 9. Volume
. O File Drawer(s)
O Letter Size O Microfilm O Alphabetical O Microfim Reel(s)
. — 0O Computer Tape(s)
0O Legal Size 03 Computer Tape O Numerical Number 0" Other (specify)
i . Records
0O Bound Book O Floppy Disk O Chronological el
J Audio Tape 0O Video Tape O Geographical 10. Annual Accumfia h!gn File Draw.ev"(s)
- . . O Microfilm Reel(s)
O Other (specify) O Other (specify) O Computer Taps(s)
cemputer—network —_— Number " O Other (specify)
Computer
- " - ] , - NeTtwork
11. File is Used / 12. File Becomes Inactive After
O Daily O Weekly Monthly vi O Month(s) & Year(s)
. Number
at most per, after expiration
~pruUvIideTr
13. Gurrent Location(s) (Bldg., Floor, Room) o 14. Is Record Seriss Duplicated Elsewhere?
the network is stored on the 4th Floor ('S?;?mwa”gw°xfw)
backed up electronically
15. Access Restrictions gYes O No 16. Audi} Requirements
" (lf Yes, cite Law(s) & Regulation(s) E/
Family Educational Rights to Privacy None O State O Federal O Independent

any hadware/software

d

0O Yes

17. lIs an Index System Used? (If yes, explain briefly and describe

18. Recommended Retention

Retained permanently

Name and Title of Preparer
.. William Seifarth

Associate Director

20. Telephone Number 21. Date

8/20/04
,10-706~-3666

ev. 1/93)
Figure 1
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